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This chapter prescribes the program policy, elements, objectiv
and responsibilities for the Minerals Management Service Records
Management Program.
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1. Purpose. This chapter prescribes and establishes the program
policy, elements, objectlves, and responsibilities for the
Minerals Management Service (MMS) Records Management Program. As
used in this chapter, "Records Management" is synonymous with
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“"paperwork Management®# and #Information Management."
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A. To ensure that all program elements are conducted in the
most efficient, effective, and economical manner.

3. Authority.

A. 44 U.S.C. 3101-3103 (Records Management by Federal
Agencies).

41 CFR 201-22, Records Management

C. 41 CFR 201-45, Management of Records.

D. 36 CFR 1220, Federal Records, General.

4. Definitions. See MMSM 380.2-H, Chapter 1.

5. Policy. To establish and maintain an active and continuing
program for the economical and effective management of the
creation, storage, maintenance, use, preservation, and disposi-
tion of all MMS records.
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A. Records Creation: directives, reports, forms, corres-
pondence, and files.
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C. Records Technology Applications: microform, optical
disk, electronic records, word processing, etc.
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7. Responsibilities.
A. All Assggiate,rgegutx Associate, and Regional Directors,

the Chiefs of the Offices of Congressional and Legislative Affajrs,

ic airs nd al Emp] t Opportunit and the
Administrative Service Center Managers are responsible within

their fespéﬁcive areas of responsi

(1) Im
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plemen
lished in this chapter.

(2) Appointing Records Officers to manage the elements
of the program.

B. The Deputy Associate Director for Administration has
s i

t
ht responsibility for the MMS Records Management

ight
Program, and will:
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(1) Ensure development and execution of an effective
MMS-wide Records Management Program comprising the elements in
paragraph 6.
(2) Appoint a Records
development and execution of the MMS-wide Records Management
Program.

(3) Ensure MMS compliance with statutory, regulatory,
and Department requirements and standards in records management.

h other Bureaus and the
the Department Records

a coordinate wi
retary in the conduct o
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(1) Develop and establish MMS goals, policies, standards,
procedures, and criteria for the conduct of the program consistent

with those established by the Department, General Services Admin-
_istration (GSA), National Archives and Records Administration
(NARA), or Office of Management and Budget.

(2) Promote effective organization and operation of
the program throughout the MMS.

ds Management Program execution MMS-wide
i

mprovement efforts.

(3) Monitor Reco
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and advise and assist in program
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(4) Act as liaison with the Department, GSA, and NARA on
all elements and aspects of the program.
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(5) Represent the MMS on task forces, committees,
meetings, or other related activities affecting the Government-
wide Records Management Program.

Develop a Records Management Program action plan for

year to serve as the basis from which program progress
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(6)
each fiscal
can be eval
(7) Coordinate Records Management Program evaluations
conducted by the Department, the GSA, or the NARA and undertake
followup action to ensure 1mplementatlon of recommendations.

D. Records Officers will ensure the economical and effective
management of the cr"“ti"“ ﬁaiﬁtcuaubc, use, pxcbé‘:i"v’ ation, and
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disposition of all MMS records in accordance with this chapter
and the Records Management Handbook (MMSM 380.2-H).

E. File Custodians will ensure compliance with this chapter
and the Records Management Handbook when creating, filing, and
disposing of records.
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the Records Management Handbook in creating, maintaining, and

disposing of records.

8. MMS Records Management Forun.
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A. mempersnip. rMempersr ip O n
e Records Manager and Officers).

MMS records management personnel
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B. Mission. The mission of the forum is to provide a
means for the exchange of information and viewpoints on the
development and execution of the Records Management Program and
to facilitate the resolution f technlcal and operational prob-
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lems that may arise in th

C. Onerations. The forum will convene annnal]v or, as
Op 11 as

needed, on the call of the Records Manager. The forum may
establlsh task groups or committees and may conduct seminars,
workshops, or other activities, as deemed necessary. The

forum will have no policy or operational authority but may make
recommendations on the Records Management Program to the Records
Manager.



